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MEMORANDUM FOR: Deputy Director for Management and Services 
SUBJECT : Information Management 


REFERENCES : (a) Memo dtd 4 Aug 72 to DD/S Office Heads 
fr DD/S, same subject . 


(b) Memo dtd 22 Aug 72 to DD/S fr D/L, 
same subject 


1. This memorandum is for your information only. 


Ree eae in ene ee nmemenamemmmnmed 


2. To confirm and update the designati 1s ported by 
the Reference (b) memorandum, extension STAT 
[__]is still designated as the senio ce istics 


representative for development and implementation of the infor- 
mation management program. The following individuals will also 
provide such additional and full-time assistance in the program 
as may be necessary, primarily in those areas indicated: 


information 
security and class Cation systems. 


automated 
information systems. 


historical 


reporting and archiva ocument systems Vice 
retired. 
STAT 


record 
review and retention systems vice 
STAT 


retired. 


‘s/ Francis J. Van Damm 


Francis J. Van Damm 
Director of Logistics 
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DD/S 72-3403 


30 AUS 1972 


MEMORANDUM FOR: Office Communications - 
Office Finance 
Office Logistics 
Office Medical Services - 
Office Personnel 
Office Security - 
Office Training - 


SUBJECT : Information Management 


REFERENCE : Memorandum dated 4 August 1972 (DD/S 72-3043), 
Same Subject 


1. Referent memorandum identified some of the requirements 
that must be met by the Support Directorate. As the senior officers 
designated to represent your respective offices in the information 
management process, I have asked you to meet with me at 1300 hours 
on Friday, 1 September 1972 in 7D34 Headquarters to develop our 
approach to satisfaction of these requirements. I also will acquaint 
you with the proceedings of the 27 July 1972 and 31 August 1972 
Records Management Board meetings. 


2. I am sure that you recognize the broad scope of informa- 
tion management, the complex nature of some of its ingredients, and 
the necessity that this Directorate (as well as the others) take 
immediate steps to deal with the pressing and interrelated problems 
of classification, declassification, archives, history, and records 
management. 


3. I look forward to meeting with you on Friday. 


Support Directorate Member 
Dps/sss{___ {30 Aug 72) CIA Records Management Board 
Distribution: 
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SUPPORT DIRECTORATE 
INFORMATION MANAGEMENT MEETING 


1 September 1972 
1300 Hours 
' 7034 Headquarters 
DD/S 72-3043 dated 4 August 1972, Subject: Information Management 
Minutes of 27 July 1972 CIA Records Management Board meeting 


Agenda of 31 August 1972 CIA Records Management Board Meeting 


DCI cencern regarding growth in Agency paper 
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23 AUG 1972 


MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : DD/S 72-3043, dtd 4 Aug 72, same 
subject 


.— 


officer to represent the Office of Training in the development 


and implementation of the requirements outlined in the referent. STAT 


The assistants arf 


STAT 


HUGH T, CUNNINGHAM 
Director of Training 
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22 AUG 1972 


MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : DD/S 72-3043, same subject, 
dated 4 August 1972 


1. This memorandum is submitted for information only. 


2. Pursuant to your request, contained in reference, that 
a senior officer be designated to represent the Director of Security 
in the development and implementation of the responsibilities of the 
Records Management Board, and that your staff be advised of his 
name and the name of his assistant, the following officers are so 
designated: 


(a) OS Representative - 
Assistant Deputy Director for Physical, 


Technical, and Overseas Security 


mL deputy Chies, 
Executive and Planning Division, OS 


3. If any additional information is desired please advise. 


Acting Director of Security 
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2 2 AUG 1972 


MEMORANDUM FOR: _ Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : Memo dtd 4 Aug 72 to DD/S Office Heads 
fm DD/S, same subject 


de This memorandum is for your information only. 


2. In response to your request in the referent memorandum 


is designated as the senior Office of Logistics representa- 
tive for development and implementation of the information management program. 
The following individuals will also provide such additional and full-time assistance in 
the program as may be necessary, primarily in those areas indicated: 


[intermaton secu a 
classification systems. 
Po automated information 


systems, 


historical reporting and archival 
document systems, 


[rt review and retention 


systems, 


i John F, Blake 
Director of Logistics 
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17 AUG i872 


MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : Your Memorandum dated 4 August 1972, 


subject as above 
STAT 


1. [eho will assume his new duties as 
Chief, Planning Staff effective 28 August 1972) is the senior 
officer designated to repreeent the Director of Finance in sup- 
porting the Information Management Program of the Agency. Mr. 

will be responsible for the provision of Office of Finance 
support to the Records Management Board and for the development 
and implementation of records, archives, history, and classifica- 
tion/declassification programs for this Office. 


2. ne be assisted b ore 
Executive Officer, and by Records 


Administration Officer. I am prepared to assign other personnel 
as necessary to Information Management tasks as requirements develop. 


STAT 


3. The above information is submitted in compliance with 


STAT 
Paragraph 2. of the referent Memorandum. 


Acting Director 


( 
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10 AUG 197 


MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : Memo for Heads of Support Services Offices: 
Information Management, dated 4 August 1972 
(DD/S 72-3043) 


nce with referent memorandum we have designated 

thief Review Staff, to represent the Office of Personnel 
in the development and implementation of this Information Management 
Program. 


2. We are in the process of changing assignments in our Review 
Staff and therefore would prefer delaying furnishing you with the name of STAT 
assistant until a later date. To ensure that we have ade-~ 
quate coverage fo am during this interi 
I have designated Chief Plans Staff, as 
an be reached on 


Acfing Director of Personnel 
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9 AUG 1972 


MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Information Management 


REFERENCE : Your Memo, same subject, dtd 4 Aug 72 


In accordance with the reference] i 
[| OC-EXA, is designated to represent the Office 


Management Officer, is designated as an assistant. 
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MEMORANDUM FOR:, Director of Communications 
Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 
Director of Security 
Director of Training 


SUBJECT Information Management 


REFERENCES : (a) Memo from ExDir-Compt to Deputy Directors, 
Subject: “Information Control - Archives, 
History, and Records" dated 26 May 72 
(DD/S 72-2128) 


HR t+ “National Security Information - 
Classification, Declassification and Access" 
dated 13 June 72, 


1. Reference documents contain a number of requirements that have 
to be met and make it clear that it is the responsibility of the Directorates to 
meet them. We need to develop: 


a. a system and structure for the integrated administration 
and management of our archives, history, records, and classifi- 
cation/declassification systems (Ref a, para 5a(3)); 


b. guidelines for the selection, retention, and declassification 
of records, including time periods for retention and declassification 
by category (Ref a, para 5a(6)); 


c. a system for the continuous identification of key documents 
and files for permanent inclusion in Agency archives and provision 
for an index for access and declassification review (Ref a, para 
Sb(1)); 
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d. asystem to provide for an overall annual review of 
archival documents to ensure that they “are neither excessive 
in detail, inappropriately classified nor incomplete through 
omissions" (Ref a, para 5b(1)); 


€. a systematic approach to compiling information for 
annual reports to serve as the basis for topical histories, 
highlighting major accomplishments and major problems 
(Ref a, para 5c); 


f. a system for accomplishing the review of documents 
originated before June 1, 1972, before become 30 years 
old, for declassification action (HR 


g. a system for accomplishing the review of documents 
originated after June 1, 1972, before they become 30 years 
old, for declassification action HR] 


h. a system to accomplish the continuing review of 
documents for declassifi addition 
to the 30 year review (HR 


i. provisions for the annual location and segregation of 
documents of sufficient historical value to warrant preserva- 


tion and which have been or ssified during 
the calendar year 


J. procedures to govern the review of requests received 
within the Support Directorate for the declassification or 
release of documents (HR 


2. The Executive Director-Comptroller has appointed a Special 
Assistant for Information Control to serve as the Agency Records Manage- 
ment Officer, Archivist, and Chairman of the Records Management Board, 
and each Deputy Director has designated a senior officer as the Directorate 
member of the Board. In order to meet the requirements identified in 
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paragraph one above, provide adequate support to the newly constituted 
Records Management Board, and ensure that the total records, archives, 
history, and classification/declassification programs in the Support 
Directorate are provided for adequately, you are requested to designate a 
senior officer to represent you in their development and implementation 

and to ensure that he is furnished with such technical assistance as may be 
necessary, full time when required, Please furnish the names of your 
senior officer designees and their assistants to my office by 23 August 1972, 


(Signed) John W. Coffey 


John W. Coffey 


Deputy Director 
for Support 


pos/sog__]2 Aug 72) 
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rector for Support 


Information Control -- Archives, flistory, 
and Records 


1. Executive Order 11652 
Council Directives 


security information must 
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approach to this problem in this internally compartmente 
sential to decentralize much of the responsibility and mast 
pe ee ee oe 
At the sainme time, this decentralization needs to be 


a stem which will indicate the de gree to which minimum 


are Cea by all units, and a_mechanism by which units can profit 
ern era a xperience 2 and by sharing solutions. 


4. In our analysis we must clearly recognize different kinds of informatid 
erial and the different purposes we expect them to serve. Some of our 
are important basic reference tools, e.g., CI files. Some are 
working files of moderate life requirements. Some are formal 


ceed of the Agency distributed elsewhere in the government with 


sau 


ization. Some are operational records and documents, and 

some of % th nese are highly sensitive and must remain compartmented as well 
as classified. Some of our reviews of past events are essentially chronicles. 
of Bees events, which have value to new arrivals. Some should be analytical 
reviews drawing lessons and conclusions. Our system peowte reflect these 
differences if it is to do the job needed. 


5. The following overall appro 
£ 


for imaplementation through the mecha 
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11652. The Board will be supported by a Technical Committee of 
full-time Records Officer representatives from each Directorate 


and such panels as may be required. 


(3) Cornea of business for Ebie Boa ae will i ik a devel- 


management of our archives, history, aor records declassilica tion 
systems, fol following the “general J principles outlined in this memorandum, 
Regulations developed for publication in tirne to meet the I June deadline 
of the Executive Order and implementing instructions are to be regarded 
as interim measures to satisfy the immediacy of the deadline and serve 
to highlight the importance of immediate concerted effort to establish 
orderly and meaningful long-term programs. . 


(4) The Records Management Board will report its conclusions, 
sacha ager etc., ag ae Ceo) aaa to ass Executive 
Director. 
to Phe aceuiace Bieactor. sullinine the status of ies ee s shecoeds” 

Manz ABE! sment Program, any problems it is experiencing, and its recom- 
mendations for improvement of the program (including reports on records 
mana ae to be submitted by the Directorates). The Executive Direc- 
tor will consult with the Deputy Directors before implementing any such 
recommendations. The present CIA Records Administration Branch, 
Support Services Staff, DDS, will be transferred to the 
Executive Director-Comptroller and will become a Sec 
CIA Records Management Board. The CIA Records 
under the pee eae of the Chief, Records ee a 
the Office of the Executive Director. 


(5) The Records Man pee ere Board will fura 
member to the Agency Information Pr Pesci Coe. 
to submit agenda iferms aa m 

esing Board. ae will particula: 


Proce chose aspect 


adations to the Inf{ 


maa 
r bring to th 
Ss 


Program oe idbec ict 


Ly arin available to the . 2cOL Mana g ero ent 
i timation ee sing Board which 
of value or be rk ree considered by the Agency Records 


3 roomber Se 
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The Records Ma snagement Board : will dev de elop recormmen- 
dations é ategories of Agency records (such as as the categories 


inqparag ra wph 6 above; plus any others deemed appropriate) and as 
 Specific-ouidelings_ for the selection, retention, and declassifica- 


oe of records in these categories. ‘These se guidelines | should a also, 


where appropriate, i retention ¢ and peeasee 
fication by category anc and pidieste: 


appr opriate measures to Say with ea and executive require- 
ments for retention and declassification. . In particular, recommen- 
dations should be made as to the identification of categories which 

might appropriately be retired as classified government documents 
under GSA auspices or passed to the National Archives, rather than 


held solely under CIA control to protect intelligence sources and 
ethods. 


(7) The Records Management Board will serve as the forum. 
for recommendations for declassification, Agency contributions to 
other Agency historical programs and other interagency problems 
involving the Agency's records. In this process, coordination will 
be made as appropriate with the Genera al Counsel, the Director of 

ecurity, etc. 


b. Archives 


(1) Each unit submitting an annual report (see below) will. 
identify its key documents and files for permanent inclusion in Agency 
Archives. The Records Management Board | will develop 


systerns_by which s such documents will be identif 


“du: ring the year and indexed for later access 


ww 
the Records Managernen 
ach unit will make ax all review to ensure 


ei 


marked fox archival ret 


y clas ssified i 


Diveector 
(2) The Agency Records Management Offices villa - o be 
das the Agency i ; j 
We will coor 


Agency Records 


L 


sts, to supervise this program in the Directorate. 
gency 2 and Direct Lorate a ere will supsEvise ¢ core eae 


orate Archivis 


axter een acn “with. the Deput eee ctors. A se ROT report 
to the | Executive Director on the Archives Program will be prepared 
by the Records Management Board. 


3 S51 


The major thrust of the Agency Historical Program will be 
placed on the development of analytical histories of important Agency 
activities and operations. The "Office History" approach to date, 
which has been largely successful in bringing our history up to 1965, 
will no longer be the major focus of the program, as the chronicling. 
of future Agency activity will take place under the Annual Report 
systern outlined below. Thus, future Agency histories will take 2 major 
subjects of Agency activity and analyze the wey in which the various 
elements of the Agency worked together to produce the overall contri- 
bution to the opsration in question. There will be some situations in 
which a single element of fhe Agency provided all or most of the Agency 
participation in any one activity. There will be occasions also when 
sensitivity will require th 


hat any analytical review of an operation be 
oe ina most restricted fashion. This will apply to many 
ne Service histories. Priority will be given to establishin 
Rea history of the more prominent operations anda 
hich the Agency has been engaged, e.g., Cuban Miss ‘he 
ay of Pigs, War in Vietnam, War in Laos, Congo Opsrations, 
ations, etc., with particular attention to lessons derived from 
experiences. These histories should also be indexed in a fashion 
i e) ea immedi late i 
these prominent 


re depend upor 


Archi as 
Macy Historian will b - ex officio m 
ent Board, will re: pees ctly to the Executive 
will work in close coordi he Agency Archi- 
vist/Records Management Officer and the Di a rectorate Flistorians who 


willbe fully consu ee oa all im: rS aitecting histories concernin: 


‘Apptoved For Release 2006/06/62 CIA-RDP84-00780R0055001 10017-4 


e a . 


d. Annual FE Reports 


(1) To provide the necess chroni he A 


Agency's acti- 
vitics at minimum expenditure system of annual reports 


of the units and offices of the Agency will be developed. These will 


@ submitted to the next senior command level for 


review and then 

held by the originating unit, with a copy incorporated in the Agency! 
Archives. The requirement for these annual reports will be timed 

and coordinated with the submission of the Agency's Annual Report 

to the President's Foreign Intelligence Advisory Board and the Agency's 
Annual Program submissions to avoid duplication of effort. The identi- 
fication of the elements to submit these annual reports and an outline 

of their format will be developed by the Agency Historian for the Execu- 
tive Director, in coordination with the Deputy Directors: 
include significant contractor units, 


These may 
when these played a significant 
role in Agency programs or operations. These annual reports should 
highlight major accomplishments, major problems_ and overall con- 


clusions and recommendations for future action in the unit itself or 
by clements supporting or associated. with it. As require ae isa am 
mented annexes can be compiled and held separately c 
cularly sen usitive events. _ 


overing parti- 


(2) In many areas it will pe essential to produce 


1a > one-time 
igus to cover the years from 19 5 lor the most recent history) to 


snk Annual ana a all b be 


- Ken by units identi- 
eports. In those situations in which 

gency history ne oe ane ed will cover the peri 

e Annual Report need not be develop 


nam), as the necessary chron 
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me time as the analytical hist« 


e effort to catch up to the cur 
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7 of this Order will work through the Agency Records Managemen 
Board in carrying out his responsibilities. 
JAE 


f, A Special Assistant for Information Control will be appointed 
by the Executive Director to serve as Agency Records Management 
Officer, Agency Archivist, Chairrnan of the Agency Records Manage- 
ment Board, and perform such other duties in the field of Information 
Controlas the Executive Director may prescribe. ~ 


W. E. Colby 


Executive a 


Inspector General 
General Counsel 
Director of Security 
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